
[Company Name] 

[Address] 

[City, State, Zip Code] 

[Date] 

[Executive Name] 

[Job Title] 

Dear [Executive Name], 

On behalf of the Board of Directors and the executive leadership team, I am pleased to inform 

you that you have been awarded a performance bonus for the fiscal year [Year]. 

This award recognizes your exceptional leadership and significant contributions to the company's 

success. Based on your individual performance and the company's achievement of key strategic 

objectives, your bonus has been calculated at an overachievement level, exceeding the initial 

target percentage. 

Bonus Details: 

• Annual Target Bonus: [Percentage]% of Base Salary 

• Achievement Multiplier: [Multiplier]x 

• Total Bonus Amount: $[Amount] (Gross) 

This payment will be processed on the [Date] payroll cycle, subject to applicable tax 

withholdings. This award is governed by the terms and conditions of the [Company Name] 

Executive Incentive Plan. 

Thank you for your continued dedication and for driving the high-performance culture of 

[Company Name]. We look forward to your continued impact in the coming year. 

Sincerely, 

[Signature] 

[Name of Sender] 

[Title, e.g., CEO or Chairman of the Compensation Committee] 


